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Improve Office Services (D) Jun. 
Tips on Job Enlargement (D).. Jun. 
Don’t Neglect Follow-up 


What, Me a Value Analyst? ... Aug. 


Production Planning Works in 


the Office, Too. Part 1 (D).. Aug. 


Saving Money on Maintenance Sep. 
Production Planning Works in 
the Office, Too. Part 2 (D).. Sep. 
What Is Systems Analysis? (D) Oct. 
Make the Most of Business 
Forms (D) 
Control Techniques That Keep 
Your Plans on Target 
Do -It- Yourself Filmstrips: A 


Oct. 


Nov. 


Tailor-made Training Tool(D) Nov. 3 


Improving Clerical Productivity: 


A Real-Time Approach (D) Dec. 


Plant and Equipment 


What Happens When a Plant 
Automates? (D) 

Alerting Workers to Fire Haz- 
ards (D) 

Preventive Medicine for Em- 
ployee Theft (D) 

Finding Hidden Flaws with Si- 
lent Sound (D) 

Low Voltage Can Kill (D).... 

Improving Safety Through Bet- 
ter Housekeeping 

Using Outside Inventory Serv- 
ices (D) 

Foiling the Computer Spy (D) 

Saving Money on Warehouse 
Space 

What Can Be Done About 
Noise? (D) 


May 


34 
40 


37 


. 34 
. 38 


9 


34 
40 


18 
30 


The Safety Rules That Didn’t 
Work 


Stop Unsafe Acts Before They 
Happen 
What, Me a Value Analyst?.. . 
Saving Money on Maintenance Sep. 
Hand Injuries Can Be Prevented 
(D) 
Preventing Eye Injuries (D)... Oct. 
How to Foil the Industrial Bur- 


Is Your Department Safe from 


POP yo ccirc wines ener Nov. 


Problem Solving 
(See also Creativity) 


How to Say “It’s Your Problem” Jul. 
The Art of Avoiding Decisions 

(D) 
Grappling with Grievances.... Sep. 
Put Your Problems on Paper.. Sep. 
What Is Systems Analysis? (D) Oct. 
The Power and Limitations of 

the Expert 
How to Sell Your Boss on Your 


Productivity 


Aug. 


(See also Methods; Morale; Motiva- 


tion) 


Put Work Simplification to Work Jan. 

Three Ways to Stop Subordi- 
nates Cold 

Managing vs. Doing (D) 

How to Control Office Work- 
loads (D) 

What Happens When a Plant 
Automates? (D) 

How One Company Motivates 
Assembly Workers (D) .... Feb. 

Creativity and the Older Worker 
(D) 

Cutting the Costs of Careless- 


Three Keys to Employee Initia- 
tive 
Is That Overtime Necessary?.. Jun. 


(A)—Arbitration! Case; (D)—Digest; (C)—Case 
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17 


22 
27 


31 
34 


30 





Tips on Job Enlargement (D).. Jun. 
Sorry, Wrong Number (C) ... Jun. 
Reducing Mailroom Errors .... Jul. 
Production Planning Works in 

the Office, Too. Part 1 (D).. Aug. 
What Can You Do About Mar- 

ginal Employees? .......... Sep. 
Production Planning Works in 

the Office, Too. Part 2 (D).. Sep. 
Control Techniques That Keep 

Your Plans on Target 
Underperformers: You Can 

Help Them Make the Grade Nov. 
Looking Busy (C) 
Improving Clerical Productivity: 

A Real-Time Approach (D) Dec. 


Promotions 


The Pleasant Face of Mediocrity Jan. 

The Other Side of the Fence... Apr. 

When a Manager Chooses His 
Style 

To Get Ahead, Step out of Your 
Niche 

You Can’t Keep a Good Man 
Down 

The Point of No Return? (C) Oct. 

You Can’t Please Them All... Nov. 


Purchasing 


When You Want 
Printed (D) 

Using Outside Inventory Serv- 
ices (D) 

What Can Be Done About 
Noise? (D) 

How to Pick an Office Mover 
(D) May 

Working with Ghetto Suppliers 
(D) 

Better Selection Can Cut Paper 
Costs (D) 


Something 


Apr. 


May 


Jun. 


Jul. 

Aug. 

Tips on Choosing Office Desks Sep. 

Hand Injuries Can Be Prevented 
(D) 

What Users Say About Their 
Copiers (D) 

Make the Most of Business 
Forms (D) 

Preventing Eye Injuries (D)... 


Sep. 


Oct. 


Oct. 


30 
34 
29 
15 
19 
38 
27 


30 
34 


Quality Control 
(See also Communication; Cost Con- 
trol; Training) 


Cutting the Costs of Careless- 


How to Improve Company Cor- 
respondence (D) 
The Stubborn Inspector (A)... Mar. 
Finding Hidden Flaws with Si- 
lent Sound (D) Mar. 
Tips on Job Enlargement (D).. Jun. 
Reducing Mailroom Errors.... Jul. 


Your Files: Help or Hindrance? 
Nov. 


Records Management 


The Paperwork Crisis. Part 1: 
Must You Keep All That 
Stuff? 

The Paperwork Crisis. Part 2: 
Where to Store All Those 
Records 

The Paperwork Crisis. Part 3: 
Should You Put It All on 
IVGCHOBUR?: 33) cicceeccie sc eines May 

Satellite Centers—A System to 
Improve Office Services (D) Jun. 

Your Files: Help or Hindrance? 

Nov. 


Safety 


Alerting Workers to Fire Haz- 
ards (D) 

How to Improve Safety Off the 
Job 

Precautions Against Accidental 
Poisoning 

Why Not Try Participative 
EGER Dis ions /iadacsiate rceato ree Mar. 

Low Voltage Can Kill (D).... Mar. 

Improving Safety Through Bet- 
ter Housekeeping 

How to Use Your Eyes When 
You Drive 

Memo to All Employees: The 
Office Is on Fire (D) 

What Can Be Done About 
Noise? (D) 

The Safety Rules That Didn’t 


Apr. 


Apr. 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Tips for Travelers 
Stop Unsafe Acts Before They 
Happen 
What to Do Before a Collision 
(D) ; 
A Craneman Is Grounded (C) Aug. 
Hand Injuries Can Be Prevented 
(D) 
Baby Sitters Need Training, Too 
(D) 
Preventing Eye Injuries (D)... Oct. 
Is Your Department Safe from 
WROTE saan seein: svaiaraclerw erateie's Nov. 
The Safe Way to Use a Ladder 
Around Your House (D)... Dec. 


Self-Development 


An Attitude Survey for Super- 
visors? 

Improve Your Report Writing. 
Part 2: Getting It Down on 
Paper 

Managing vs. Doing (D) 

Improve Your Report Writing. 
Part 3: Editing What You’ve 


The Crucial Hour 
Are You Sure You’re a Good 
Listener? (D) 
Appraising the Appraiser (D).. Mar. 
Rate Yourself as a Manager (D) Mar. 
Games Managers Play (D).... Apr. 
The Most Important Part of 
Your Job 
Better Business Writing. Part 1: 
The True Measure of Skill- 
ful Writing 
Better Business Writing. Part 2: 
Making It Sing 
Better Business Writing. Part 3: 
Choosing the Right Word... Jul. 
How to Make That Meeting Pay 
Off 


(D) 
The Fine Art of Listening 
Put Your Problems on Paper. . 
“A funny thing happened to me 
on the way to the office .. .” Nov. 


; 3S 


14 
17 


6 


The Power and Limitations of 
the Expert 
How to Sell Your Boss on Your 


Special Supervisory Problems 


Why New Employees Quit.... Jan. 

A Question of Suitability (C).. Jan. 

Preventive Medicine for Em- 
ployee Theft (D) 

Plan Now for Employee Vaca- 
tions 

The Other Side of the Fence.. Apr. 

How the Embezzler Does His 
Thing 

When a Manager Chooses His 
Style 

How to Make That Meeting Pay 
Off 2 

Clothes Make the Man, Man (D) Sep. 

You Can’t Keep a Good Man 
Down ; 

You Can’t Please Them All... Nov. 

Supervising the Mentally Handi- 
capped (D) Nov. 

Are Your Phone Calls Being 
Screened Tactfully? Dec. 


Technology 
(See also Automation) 


Finding Hidden Flaws with Si- 
lent Sound (D) 
Foiling the Computer Spy (D) Apr. 
The Paperwork Crisis. Part 3: 
Should You Put It All on 
Microfilm? ... .«ccsccecsee's May 
What Can Be Done About 
Noise? (D) 
The Power and Limitations of 
the Expert 


Training 
(See also Communication; Delega- 
tion; Employee Development; Safety) 


Why New Employees Quit.... Jan. 12 
Alerting Workers to Fire Haz- 
ards (D) . 40 
Supervising the “Unemployable” Feb. 2 
How One Company Motivates 
Assembly Workers (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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The Unexpected Transfer (C) Feb. 47 Tips for Travelers ........... Jul. 25 
Cutting the Costs of Careless- 
BROSS sg iocstcversiols @rauseereunies axe Mar. 7 
Why Not Try Participative Workers, Special Groups 
Safety? seat aleeay Sesenyntatemee ier Mar. 16 (See also Hard-Core Employees) 
Training the Hard Core (D)... Apr. 25 
Make-Work Instead of Layoff Creativity and the Older Work- 
ODD os esas wciceie ts etek May 38 CE IQID) soy oieeieistesiciersie diversas Feb. 44 
Vestibule Training for the Hard Breaking the Credentials Bar- 
GONE AOD) ic scklow oases Jul. 33 ACT MDD) ss coscaversraceveleceuctoevs els Jun. 35 
Tom H. and His Memory Ma- Management Talks About the 
WORE, fs ycjeuclels bate tocceeretalene weavers Aug. 22 Under-30 Generation (D)... Aug. 29 
How to Train More Effectively What Can You Do About Mar- 
NOD) vccrostercreiirs erste ies Sep. 26 ginal Employees? ......... Sep. 2 
The New Employee: Make His Underperformers: You Can 
First Impressions Count for Help Them Make the Grade Nov. 10 
AD ir ysis Sis oer ecoteeottonsters Oct; 2 Supervising the Mentally Handi- 
You Can’t Keep a Good Man Capped (DY). o6.54.56 08 nse Nov. 30 
MONE vis chances store caare ters Oct. 14 
Underperformers: You Can 
Help Them Make the Grade Nov. 10 Writing 
Supervising the Mentally Handi- (See also Communication) 
CARE MID) ots cvsiaiels aie Schen0 Nov. 30 
Do-It-Yourself Filmstrips: A Improve Your Report Writing. 
Tailor-made Training Tool(D) Nov. 38 Part 2: Getting It Down on 
AS) aR CHES LARD PIR ener Jan. 7 
Improve Your Report Writing. 
Turnover Part 3: Editing What You've 
aaa NVAGEEOR 5 occ sane sresrneisioeins Feb. 15 
(See also Dismissal) How to Improve Company Cor- 
Why New Employees Quit .... Jan. 12 respondence (D) .......... Mar. 24 
New Light on Employee Turn- Better Business Writing. Part 1: 
Sc eee ee NT Os Bee Apr. 2 The True Measure of Skillful 
Make-Work Instead of Layoff Writing ....... settee eens May 10 
RE atin Stee aly May 38 Better Business Writing. Part 2: 
Makinglt Sine... ccss0c 050% Jun. 15 
Better Business Writing. Part 3: 

. Choosing the Right Word ... Jul. 14 
Mormons Put Your Problems on Paper.. Sep. 17 
Plan Now for Employee Vaca- “A funny thing happened to me 

BAITS 55 Sorsuy ts stor ators wreieue esas Mar. 10 on the way to the office...” Nov. 6 


Authors 


BENTON, Lewis R. Why New Employees Quit.............. cee eeeceeeecees Jan. 12 
——Tom H. and His Memory Machine...........cccsecccsccccccccccces Aug. 22 
BRADHURST, MurpHY W. Plan Now for Employee Vacations..........:.... Mar. 10 
——Three Keys to Employee Initiative... .. 2.0.0.0 cccscccsccscceccecscees Jun. 2 
——How to Make That Meeting Pay Off..........ccccccccccccccccccccons Aug. 9 
BRERETON, PHILIP R. The New Employee: Make His First Impressions Count 

Oct. 2 
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BuRNES, BRUCE B. How to Sell Your Boss on Your Idea 
Burns, RoBert L. Why Not Try Participative Safety?............2..02eeeee Mar. 
CITRONE, RALPH E. Tips on Choosing Office Desks 
CRANWELL, J. R. Precautions Against Accidental Poisoning 
—tThink Before You Delegate 
—How to Have a Well-informed Boss 
—tTips for Travelers 
——tThe Fine Art of Listening 
Dickey, Carote. A Secretary Writes Her Job Description 
Harrow, HERMAN. A Critical Look at Criticizing 
Hicks, R. CARTWRIGHT. How to Use Your Eyes When You Drive 
Hoop, JAMES F. and MCDONALD, CHARLES H. Supervising the “Unemployable”. . Feb. 
HuBER, FREDERIC V. The Paperwork Crisis. Part 1: Must You Keep All That 
SORRY oo. a 56-49 ok dv rassuilevorichrnsn'- 61 910Ne cba atlas saeco: Wr aoe Shenae a. © a: Wal Mimi] Riel a ei erage Ainiei ot ciet are Mar. 


MAYFIELD, HAROLD. The Pleasant Face of Mediocrity 
——The Crucial Hour 


—The Power and Limitations of the Expert 
McDona_p, CuHarLEs H. and Hoop, JAMEs F. Supervising the “Unemployable”. . Feb. 


SMITH, MARSHALL. Improve Your Report Writing. Part 2: Getting It Down on 
Paper 

—Improve Your Report Writing. Part 3: Editing What You’ve Written 

STONE, Morris. If You Were the Arbitrator 

—tThe Lunch Box Rebellion 

—tThe Secret Report 

—tThe Stubborn Inspector 
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———When the SUBWAY SIOPPE” « . 6. oc. 6:55:40: s:010siee wisisies 60s oe sels ws oe sig eis Jun. 19 
————She Disappointed Bumper. «<2: 12.6: 6.606.450 6 0:0.0 views wie win ee oie ose eie ae eeisieiere Jul. 13 
[ey bi vist. Lt pe eee Te MnO merce ere rari 8 rere Aug. 19 
——The Disputed Telephone Call. ..........ccccccccscncsccccccccsesese Sep. 13 
a ePIC NRE os cols a os oro: 6 Colin a) wo a laa oorajalcerlat siloteecodetehere etslnvelouserehe srstehenentens Oct. 13 
MN NOD MISE WW ERISA CN a i555 vo. 5 0 0) sn, 0 cai 0.0070) obs losieva yocaceie tote cniscalelacotererenenetees Nov. 9 
—The Disappointed Dropout... .......... 2s cccccccccccccsccvccsceses Dec. 17 
VANBURGH, H. D. What, Me a Value Analyst?............. cece cece eeecees Aug. 15 
WEATHERBEE, HARVARD Y. What Can You Do About Marginal Employees?....Sep. 2 

WEIss, ALLEN. Better Business Writing. Part 1: The True Measure of Skillful 
Jc 11) See en eae ee MOOS SO Ora oa RC Oe A OAS May 10 
——Better Business Writing. Part 2: Making It Sing...............eeeeeeeee Jun 15 
——Better Business Writing. Part 3: Choosing the Right Word................ Jul. 14 
——<“A funny thing happened to me on the way to the office...”............. Nov. 6 
WILKINSON, RopERICK. How to Say “It’s Your Problem”..................6. Jul. 10 
WILLIAMS, -CRAWFORD. Guidelines for Disciplinary Action.................. Feb. 10 
WILLIAMS, HERB. Put Work Simplification to Work................eeeee ees Jan. 17 

YOUNG, RICHARD A. Interviewing Minority Job Applicants: Don’t Go by the 
Dec. 2 
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MOVING? 


Please let us know six weeks in advance before moving to a 
new address, so that your subscription to SUPERVISORY MAN- 
AGEMENT moves with you. 

e From your Post Office, get POD Form 3578. It’s free. 


e Fill in the information about your old and your new 
address. For your old address, please use your present 
mailing label. When you clip it out to paste it on the 
form, be sure to include all the numbers and dates that 
appear under the address. If advising by letter, supply 
the same information. 


e Send to: 
AMERICAN MANAGEMENT ASSOCIATION 


Publication Services—Dept. SM 
135 West 50th Street 
New York, N.Y. 10020 


PLEASE USE YOUR ZIP CODE NUMBER 
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